Amending a Private Provider License

Note: In order to amend a private provider license, you need an assignment to the provider record.

There are multiple reasons for amending a private provider’s license. Based on the amendment reason, there are
different ways to document the amended license in eWiSACWIS. This guide shows the various ways to amend
a private provider license.

Amending a License for Change in Address

1. From the desktop, go to the Provider tab and click the Create Provider Work hyperlink
(' Create private provider or select Create Provider Work from the Actions drop-down next to the specific
provider to open the Create Provider Work page.

eWiSACWIS

Actions ~ Financial ~ State ~ Security ~ Refresh Search Caitlin M. Cake

Cases (426) Providers (193) Workers (64) Approyals (1107) Access Reports ICPC Referrals (3) Home Inqu
(121) (32)
Providers
Filter by: Providers: 193 (& Create provider work |(# Create private provider
[ Date restricted
[ Mot approvedicancelled [ Muttiselect s Q

2. On the Create Provider Work page, select Create Physical Address from the Maintenance drop-down and
select the appropriate provider. Click the Create button. This will open the Create Physical Address page.

cWiSACWIS

Create Provider items Providers

Administrative ~

z Che v
It imaono v
. License v

," Maintenance

Create Physical Address

& Namative Maint

(&) Payment v
+ e "

§d support Plans v
A Unlicensad v
Complaint
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3. On the Create Physical Address page, the first group box is the Provider box. The provider’s name and type
will pre-fill. The next group box is the Previous Physical Address box. This box will pre-fill with the
address that is currently in eWiSACWIS.

The third box is the Current Physical Address box. This is the residence that the provider just moved to that
you would be updating. Enter the Street address, City, Zip, County of Residence, and Effective Date. The
Effective Date will default to today’s date but can be changed. When a provider moves and a new physical
address is entered, eWiSACWIS closes the current active license the day before the Effective Date entered
on this page and creates a new pending license as of the Effective Date. The remaining fields are optional.
Click Save.

/2 Create Physical Address - Windows Internet Explorer

=101 |

’T s
cWIiSACWIS
— Provider
Mame: ABC Shelter Care  Type: Shefter Care
— Previous Physical Address
cio: care of fisld
Street: 321 1st Street Apt
City: Madiscn State: W ZIP: 53701 County of Residence: Dane Country: United States
Home: (B08)123-1234 Ext: Work: Ext: Fax: (G08)444-7777 Effective Date:  08/03/2013
r— Current Physical Address
co: |
Street: |123 |State Street I Apt:l
Wi City: | Madison, 53701 City: [Madison
State: IWI . ZIP:ISE‘-T"EH County of Res.idence:lDane . Country: |United States
Home: [(608)123-1234 Ext: | Work: | Ext: | Fax:l(ﬁﬂﬂ}d—-i—d—????
E-Mail; IABCSheﬂerCare@email.cum Effective Date: IUZIDSL'ZM 3
[“sere ] Ciose |

4. When the provider has an Active license, you will receive the following message:

=} eWiSACWIS -- Webpage Dialog

Creating a new physical address requires the provider to be re-licensed. A pending
license will be created. Please complete the re-licensing process.

[ cese |

Click the Close button on the message.

5. On the Create Physical Address page, click the Close button to return to your desktop.
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6. Access the new Pending license from your desktop via the Facility License link.

ABC Shelter Care (9221825)

Provider details:
Shelter Care
License status: Pending - Regular

@ View provider information

i
2= Assignments

2= piacements

' Licenses

& Facility License

10/01/2015 - 09/30/2017
02/06/2015 - 097302015
10112013 - 1273172014
100112013 - 02/05/2015
01/01/2013 - 101072013
07/01/2012 - 121312012
01/23/2012 - 0673002012

Provider address:

321 1st Street

Madison, WI 53701 (Dane County)
(608) 123-1234

g Basic

}' Provider Services

Regular

Regular

Regular

Regular

Regular

2nd Probationary
1st Probationary

Primary worker/licensor:
Cake, Caitlin M_, 11l

(123) 456-7890 Ext. 1234
caitlin.cake@wisconsin.gov

|* Licenses
Q Services

Actions:
Please select an action -

| .._i._, Parent Agency

Pending
Active

Made in Error
Modified
Renewed
Renewed
Renewed

7. On the Facility License page, click the License Information tab. Click on the Pending hyperlink to
complete the re-licensing process.

indows Internet Explorer

— Provider
Name: ABC Shelter Care (9221785} Licensor: Conn C. Corn, Jr.
Type: Shelter Care Class: Small
License Information
— Application Activity A
IMaterials Sent to Licensee Application Materialz Received Date «
— License Information
Type Status Effective From Effective To Capacity Age Range Gender Licensor
Regular Closed 08032013 02/04/2015 30 13018 Male/Fer Conn C. Corn, Jr.
Regular Renewed 07012011 0840212013 30 13018 Male/Fer Conn C. Corn, Jr.
1st Probaticnary Renewed M0 0843072011 30 13to0 18 Male Conn C. Corn, Jr.
W
H100% v
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Amending a License for Age, Gender, or Capacity Change

1. Amending a license for a change in age, gender, or capacity is done via the Private Provider page. To access
the Private Provider page, click on the provider’s name via your desktop.

eWiSACWIS

Actions - Financial ~ State - Security - Refresh Search Caitlin M. Cake (Milwaukee (

Home Cases (426) Providers (193) Workers (64) Approvals Access ICPC Referrals Home Inquiries
(1107) Reports (121) (3) (32)
ABC Shelter Care (9221825)
Pro b Provider address: Primary worker/licensor: Actions:
Shelter Care 321 1st Street Cake, Caitlin M_, Il Please select an action «
License status: Pending - Regular Madison, W1 53701 (Dane County) (123) 456-7890 Ext. 1234
(608) 123-1234 caitlin.cake@wisconsin.gov

@ View provider information

2. On the Private Provider page, click on the Services tab. Update the Max # of Placements Preferred, Males
Preferred, Females Preferred, Age, or Total Bed Capacity as needed.

/& Private Provider - Windows Internet Explorer ) ] b
rro ¥ . WEC
eWiSACWIS ™ pPint(@  SpelCheck!  Help (P
—Basic
Name: ABC Sheler Care (3221825) Open Date: 10/10/2013  Type: | Shetter Care Status: Open
Lcns. Type: |Lioens.ed by State of Wi Lcns. Agency: IBHOHC [] Restricted Provider
Provider Background Checks Characteristics Services Closing Histary
— Provider Preferences — Provider Details A
Max # of Placements Preferred: |2EI Total Bed Capacity: I2ﬂ-
Hales Freferred: Iﬂ] Male Female Total
Females Preferred: |1ﬂ Capacity: I18 |1 7 IEB
Age: From: |13 T|:r:|1]‘r Placements: I': II3 Ic
Reservations: IE IB IB
Vacancies: J10 10 J20

Active Services
County: |Miwaukee Edit Senvices
Category Type Status
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3. Then click Save. You will receive the following message:

x|

A change has been made to the capacity and/or age range. The current license will
be modified. Please access the pending license on the Facility License page.

[ cese |

Note: The effective date of the amended license will be tomorrow.

Click Close on the message.

4. Click Close on the Private Provider page to return to your desktop.

5. Via the desktop, click on the provider icon to expand the provider. Click on the Licenses icon to expand the
Licenses. Click on the Facility License to access the pending license.

eWiSACWIS

Actions~

Financial ~ State - Security ~

Refresh Search Caitlin M. Cake (Milwauk

Home Cases (426) Providers (193) Workers (64) Approyals Access ICPC Referrals Home Inquiries Quick Links
(1107) Reports (121) (3) (32)
ABC Shelter Care (9221825)
Provider details: Provider address: Primary worker/licensor: Actions:
Shelter Care 321 1st Street Cake, Caitlin M., Il Please select an action +
License status: Pending - Regular Madison, W1 53701 (Dane County) (123) 456-7890 Ext. 1234
(608) 123-1234 caitlin.cake@wisconsin.gov
@ View provider information
1 —
§= Assignments ﬂ Basic ‘ Licenses c! Parent Agency
H Placements j’ Provider Services a Services
' Licenses
@ Cacility License
10/01/2015 - 09/30/2017 Reguilar Pending
02/06/2015 - D9/30/2015 Regular Active
10M1/2013 - 12431/2014 Regular Made in Error
10/11/2013 - 02/05/2015 Regular Modified
01/01/2013 - 10M10/2013 Regular Renewed
07/01/2012 - 12431/2012 2nd Probationary Renewed °
01/23/2012 - D6/30/2012 1st Probationary Renewed
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6. On the Facility License page, click on the Create License hyperlink to complete the re-licensing process.

ndows Internet Explorer
— Provider
Name: ABC Shelter Care (9221825 Licensor: Caitlin M. Cake
Type: Shelter Care Class: Small
Provider i i \ i isi Enforc
— Application Activity A
IMaterials Sent to Licensee Application Materialz Received Decizion Date «
10112013 Create License 10112013
— License Information
Type Status Effective From Effective To Capacity Age Range Gender Licensor
Regular Active 012015 02/05/2015 20 13t0 18 Male/Fer Caitlin M. Cake
Regular Renewed 0140112013 121312014 30 13018 Male/Fer Conn C. Corn, Jr.
2nd Probationary Renewed o202 12i3/2m2 30 13to0 18 Male/Fer Conn C. Corn, Jr.
1st Probaticnary Renewed Mezazmz Da302m2 30 13018 Male/Fer Conn C. Corn, Jr.
~
ez
| ®wo% - 4
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7. On the License Information page, the Amended checkbox will be selected. Add any applicable amendment
reasons and document the date the LOT (Letter of Transmittal) was sent. Click Save. Under Options, select
the Facility License and Letter of Transmittal option to create the license and LOT and click Go.

a License Information -- Webpage Dialog

Pl
cWiSACWIS ™ Pt (B spelicheck(/ Heip (P
— Provider
Narme: ABC Shefter Care (5221325} Licensor: Caitlin M. Cake Search [l Completed
Type: Shelter Care Status: Pending

— Application Activity
Materials Sent to Licensee: IBC.-'CE.-'CBCC Application Materials Received: |1E.-'11.-'201?
Warning Motification: IBG.-'GE.-'GBGG Final Notification to Licensee : IGE.-'GB.-'GGEG

Decision: ICreat& License W Decision Date: |1I3.-'11.-'201?

—License
change in capacity
License Type: I Regular W Amended Amended Reason:
Effective From: 02/06/2015 Operated for Profit:
Effective To: ICQ.-'?B.-'EME Owner Type: |Curpuratiuanruﬁt
LOT Sent: 0210572015 Capacity: 30 Gender: Male/Female Age Range: 131017
Amount Due: 5181.50 Sponsor: I

Specialized Program(s) (select all that apply): Respite [ | Second Chance Home [ Short-Term [ Typez [
|:| Change Licensee (Parent Agency):

Options:

Text

Facility License and Letter of Transmittal

Final Motice - Probationary License Expiring
License Continuation Process

Warning - Past Due License Continuation Process

8. A pop-up to either open or save the license and LOT will appear. Select “Save” and save the file to a
location on your computer. To add the license and LOT to PIE, access the documents from the location on
your computer.

File Download |
Do you want to open or save this file?
@ Mame: ...elter_Care_(9221825) LicenseLOT_(02.05, 15).rtf

Type: Microsoft Word 97 - 2003 Document
From: fedaphr06

Open Save |[ Cancel |

.......

ham your computer. f you do not trust the source, do not open ar

@ While files from the Intemet can be useful, some files can potentialhy
save this file. What's the risk?
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9. Once the license and LOT have been saved, click the Completed checkbox on the License Information page
to complete the amendment.

*9 License Information -- Webpage Dialog

cWiSACWIS

— Provider
MName: ABC Shefter Care (9221825} Licensor: Caitlin M. Cake Search Completed
Type: Shelter Care

Status: Pending

— Application Activity

Materials Sent to Licensee: IDD.-'DI];'DDDD Application Materials Received: |1 01172013
Warning Motification: IIJEI.-'UIJ!EIIJEIU Final Notification to Licensee : IUIJ!EIIJ!IJUIJU

Decision: ICreate License W Decision Date: I1D.|'11a'201 3

—License
change in capacity
License Type: I Regular W Amended Amended Reason:
Effective From: IUZ."EI&«'ZM 5 Operated for Profit:
Effective To: IDE!SD!ZD1 5 Owner Type: |Cnrpnratinn.‘Prnﬁt
LOT Sent: |02m5:2015 Capacity: 30 Gender: Male/Female Age Range: 131017
Amount Due: 3181.50

Sponsor: I

Specialized Program(s) (select all that apply): Respite [ | Second Chance Home [ Short-Term [ Type2 [
|:| Change Licensee (Parent Agency):

Options: | Go Save
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Amending a License for Change in Specialized Programs

1. Amending a license for a change in specialized programs requires an additional licensing action. To access
the Additional Licensing Actions page, click on the Facility License for the Active license from your
desktop.

eWiS4ACWTS

Actions ~ Financial~ State - Security - Refresh Search Caitlin M. Cake (Milwaukee County)
Home Cases (426) Providers {193} Workers (64) Approvals Access ICPC Referrals Home Inquiries Quick Links
(1107) Reports (121) 3) (32)

Provider Group Home (9221805)

Provider details: Provider address: Primary worker/licensor: Actions:
Group Home 123 State Strest Fun, Fawn Flease select an action a
License status: Pending - Regular Madison, W1 53701 (Dane County) fawn fun@email.com

(608) 123-4567
@ View provider information

 p—
§= Assignments .’ Basic ‘ Licenses ; Parent Agency

* Licenses

@ Facility License

02/05/2015 - 08/31/2016 Regular Pending

09/01/2014 - 02/04/2015 Regular Active

06/04/2013 - 08/31/2014 Reguilar Renewed

09/01/2012 - 06/03/2013 Reguilar Modified

09/01/2012 - 08/31/2014 Regular Made in Error

09/01/2011 - 08/31/2012 Regular Renewed °
03/01/2011 - 0873172011 2nd Probationary Renewed

09/24/2010 - 02/28/2011 1st Probationary Renewed

2. On the Facility License page, click on the License Information tab. In the License Information section, click
the Regular hyperlink to access the License Information page for the current license.

é Fadility License - Windows Internet Explorer

c WiSACWIS

— Provider
Name: Provider Group Home (8221805 Licensor: Fawn Fun
Type: Group Home Class: ICDrpDratiDn
Provider License Information Fees Site Visits Non-Site Visits | Enforcements Complaints/SIRs
— Application Activity
Materials Sentto Licensee Application Materials Received Decision Date )
[ insert
— License Information
Type Status Effective From « Effective To Capacity Age Range Gender Licensor
Regular Active on1/2014 08312018 8 Oto 18 Female Fawn Fun
Requk - = = osizmz2 08312014 & Oto 18 Female Fawn Fun
J‘JDpens License Inﬁarmatonh
Requ 080172011 083172012 & Oto 18 Female Fawn Fun
Znd Probationary Renewed 030172011 083112011 & Oto 13 Female Fawn Fun
1=t Probatienary Renewed 0oz42010 022802011 8 Oto 18 Female Fawn Fun
W

0% v g

3. Select Additional Licensing Actions from the Options drop-down and click Go.
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9 License Information -- Webpage Dialog

cWiSACWIS (" et (B speicheck ! Hep (2
— Provider
Name: Provider Group Home (9224805} Licensor: Fawn Fun Completed
Type: Group Home Status:  Active
— Application Activity
Materials Sent to Licensee: IDEI”EJEM < Application Materials Received: ID?!Z&.J'ZM L
Warning MNotification: IDD!DD!DDUD Final Motification to Licensee: IDD;’DD!DDUD
Decision: ICreate License W Decision Date: IUB.I"I 42014
—License
License Type: I Regular A |:| Amended
Effective From: IEIB;'D'I;'ZEH 4 Operated for Profit:
Effective To: IEI&'S'UZEH& Owner Type: I Corporation/Profit L
LOT Sent: IDS.I"I 412014 Capacity: & Gender: Female Age Range: Oto 18
Amount Due: $266.20 Sponsor: |

|:| Change Licensee (Parent Agency):

Specialized Program(s) (select all that apply): Respite [ ] Second Chance Home [ Short-Term [] Type2 [

Options:

Actions
Additional Licensing Actions
Text

Facility License and Lefter of Transmittal
Final Notice - Probationary License Expiring
License Continuation Process

4. On the Additional Licensing Actions page, select from the Action drop-down.

— Basic
Provider: Provider Group Home (9221805}

— Licensing Actions
Action Effective
From

Imﬂm Reasonis):

Close

Reason(s)

Wake in Error
Modify
Place on Hold

Approval

Inz=ri

Options: I .

5. On the Licensing Action Reasons page, select the appropriate reason(s) for amending the license. Then click

December 2017
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Continue.
a Licensing Action Reasons -- Webpage Dialog

cWiSACWIS Resource {17 Print (8 SpellCheck (-~ Help (P

— Licensing Action Reasons
Action: Modify
Reason
Select All That Apply

Change in Age Served

Change in Capacity

Change in Gender Sernved

Change in Geographic Area Served
Change in Specialized Programs
Change in Target Group

Change of Corporate Address
Change of Corporation Mame:

OoooooooOon

Change of Facility Mame

6. The reason(s) will display on the Additional Licensing Actions page. Enter the Effective From date. The
Effective From date must be prior to today’s date, as the pending license that is created as result will be
effective the day after the Effective From date.

-g Additional Licensing Actions - Webpage Dialog

e WiSACWIS . Resource (1) Print (& spell Check

— Basic
Provider: Provider RCC. RCC (3065752

— Licensing Actions

Action Effective Reason(s) Approval
From
| Modify |1D/D372016  Reasonis): Change in Age Served

Inseri
Options: So | sove | Close |

Actions
Approval

7. Since each licensing action has an effect on the status of the license, it must go through the approval
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process. Select Approval from the Options drop-down and click Go. Select the Approve radio button on the
Approval History page and click Continue to return to the Additional Licensing Actions page.

'a Approval History -- Webpage Dialog ﬂ

cWiSACWIS

— Document Information
Provider. Provider Group Home
Type: Additional Licenzing Actions (Facility)
Date: 02/05/2015

— Approval Decision
@' Approve D Reroute D RecallReturn D Mot Approve  Clear

— Supervisor Approval

“ou have completed and are about to approve this piece of work. Do vou
wizh to route this work to the supervisor listed below for future approval? If
ne, please select "0Other” to select the appropriate party.

Supervizor:  Caitlin M. Cake Other

— Approval History
Worker Mame  Status  Date Action
Fawn Fun Initial 02052015 Initial

8. Click Save on the Additional Licensing Actions page. You will receive the following message. Click Yes.

=

& eWiSACWIS -- Webpage Dialog ==

¥You are about to approve a license action to Modify the license. This action will
create a pending license record. Are you sure you want to continue?

e e

9. This will send the approval to your supervisor. The Additional Licensing Actions page will update once
your supervisor approves the additional licensing action. Click the Close button.

10. You will return to the License Information page; click the Close button.
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11. After your supervisor approves the additional licensing action, you can refresh your desktop and see a new
Pending license has been created. Access the Pending license from the Licenses icon.

eWiSACWIS

Actions~ Financial~ State ~ Security ~

Caitlin M. Cake (Milwa

Home Cases (426) Providers (193)

Provider Group Home (9221805)

Provider details: Provider address:
Group Home 123 State Street

License status: Pending - Regular

(608) 123-4567

@ View provider information

Lo
§= Assignments ﬂ Basic

‘ Licenses

° Eacility License
02/05/2015 - DB31/2016
09/01/2014 - D2/04/2015
06/04/2013 - DB31/2014
09/01/2012 - D6/D3/2013
09/01/2012 - DB31/2014
09/01/2011 - DB31/2012
03/01/2011 - 0&s120Mm
09/24/2010 - 02282011

Regular
Regular
Regular
Reqguiar
Regular
Regular

Workers (64)

Approvals Access ICPC Referrals Home Inguiries Quick Links
(1107) Reports (121) 3 (32)
Primary workerflicensor: Actions:

Madison, W1 53701 (Dane County)

2nd Probationary

1st Probationary

Fun, Fawn

fawn_fun@email.com

|* Licenses

Pending
Active
Renewed
Modified
Made in Error
Renewed
Renewed
Renewed

Please select an action -

‘ ; Parent Agency

Q

12. On the Facility License page, click on the License Information tab. You will see the pending license appears
in the Application Activity section. Click on the Create License hyperlink to open the License Information

page.

G Facility License - Windows Internet Explorer

cWiSACWIS

r— Provider
Name: Provider Group Heme (9221805} Licensor: Fawn Fun
Type: Group Home Class: ICDrpDratiDn
Provider License Information Fees ite Vi MNaon-5Site Visits | Enforcements Complaints/SIRs
— Application Activity N
Materials Sent to Licenses Application Materials Received Decision Date +
05/25/2014 07242014 Create License 08142014
— License Information
Type Status Effective From w Effective To Capacity Age Range Gender Licensor
Regular Active 09v/2014 02042015 8 0to 18 Female Fawn Fun
Reqular Renewed 09o/2012 083172014 & 0to 18 Female Fawn Fun
Regular Renewed 0940172011 nai12M2 L] Oto 18 Female Fawn Fun
2nd Probationary Renewed 0340172011 08312011 ] Oto 18 Female Fawn Fun
1st Probationary Renewed 02472010 02282011 ] Oto 18 Female Fawn Fun
W

H100% v g
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13. Update the specialized programs (or whichever field(s) needs to be changed due to the modification to the

license) and document the LOT Sent date. To export the license and LOT, select the Facility License and
Letter of Transmittal option and click Go.

/& License Information -- Webpage Dialog

X
—
cWIiSACWIS
— Provider
Name: Provider Group Home (5221805} Licensor: Fawn Fun Search |:| Completed
Type: Group Home Status: Pending
— Application Activity
Materials Sent to Licensee: 06/25/2014 Application Materials Received: 712412014
Warning Motification: IBG.-'CE.-'GBGC Final Motification to Licensee : ICE.-'GB.-'ECEC
Decizion: IErEﬂtE License b Decizsion Date: IBS.-'1¢.-'281 B
—License
Change in specialized programs
License Type: I Regular ' Amended Amended Reason:
Effective From: ICE.-'GE.-'EB‘IE Operated for Profit:
Effective To: IGS.-'C‘1.-'ZG1€ Owner Type: ICDrpDratiDnIF‘mﬁt
LOT Sent: Iﬂﬂfﬂﬂfﬂﬂﬂ'ﬂ Capacity: & Gender. Female Age Range: (Qto18
Amount Due: 20.00 Sponsor: I
Specialized Program(s} (select all that apply): Respite [ | Second Chance Home [ Short-Term [] Type2 [
|:| Change Licensee (Parent Agency):
Facility License and Letter of Transmittal
Final Motice - Probationary License Expiring
License Continuation Process
Warning - Past Due License Continuation Process

14. A pop-up to either open or save the license and LOT will appear. Select “Save” and save the file to a

location on your computer. To add the license and LOT to PIE, access the documents from the location on
your computer.

File Download x|

Do you want to open or save this file?

@__,j MName: ...oup_Home_{9221805)_License1OT_(02.05. 15).rtf
= Type: Microsoft Waord 97 - 2003 Document

From: fedaph/06

Cpen

| [ cancet ]

Save

[ Always ask before opening this type of file:

15. To approve the license, click on the Completed checkbox. Then click Save and then Close.

While files from the Intemet can be useful, some files can potentially
ham your computer.  you do not trust the source, do not open or
save this file. What's the risk?
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